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(b) Written amendment request. The
agency may require that amendment
requests be in writing; however, this
requirement shall not be used merely
to discourage individuals from request-
ing valid amendments or to burden
needlessly the amendment process.
Only written amendment requests
must be documented in the Privacy
Act case file.

(c) Content of amendment request. An
amendment request must include:

(1) A description of the information
to be amended.

(2) The reason for the amendment.
(3) The type of amendment action

sought (deletion, correction, or addi-
tion); and

(4) Copies of available documentary
evidence supporting the request.

§ 317.42 Burden of proof.

The individual must provide ade-
quate support for the request.

§ 317.43 Verifying identity.

The individual may be required to
provide identification to prevent the
inadvertent or intentional amendment
of another’s record.

§ 317.44 Limits on amending judicial
and quasi-judicial evidence and
findings.

This part does not permit the alter-
ation of evidence presented in the
course of judicial or quasi-judicial pro-
ceedings. Amendments to such records
must be made in accordance with pro-
cedures established for such proceed-
ings. This part does not permit a col-
lateral attack on a judicial or quasi-ju-
dicial finding; however, it may be used
to challenge the accuracy of recording
the finding in a system of records.

§ 317.45 Standards for amendment re-
quest determinations.

The record which the individual re-
quests to be amended must meet agen-
cy recordkeeping standards. The record
must be accurate, relevant, timely,
complete, and necessary. If the record
in its present state does not meet each
of the criteria, the amendment request
shall be granted to the extent nec-
essary to meet them.

§ 317.46 Time limits.

Within 10 working days, excluding
Federal holidays, of receiving an
amendment request, provide the indi-
vidual a written acknowledgment of
the request. If action on the amend-
ment request is completed within the
10 working days and the individual is
so informed, no separate acknowledg-
ment is necessary. The acknowledg-
ment must clearly identify the request
and advise the individual when to ex-
pect notification of the completed ac-
tion. Only under exceptional cir-
cumstances shall more than 30 working
days, excluding Federal holidays, be re-
quired to complete the action on an
amendment request. If a completed ac-
tion takes longer than 30 working days,
the delay must be explained fully in
the Privacy Act case file.

§ 317.47 Granting an amendment re-
quest in whole or in part.

(a) Notify the requester. To the extent
the amendment request is granted, the
individual shall be notified and make
the appropriate amendment.

(b) Notify previous recipients. All pre-
vious recipients of the information (as
reflected in the disclosure accounting
records) should be notified that the
amendment has been made and provide
each a copy of the amended record. Re-
cipients who are known to be no longer
retaining the record need not be ad-
vised of the amendment. If it is known
that other DoD components or other
Federal Agencies have been provided
the information that was amended, or
if the individual requests that other
DoD components or other Federal
agencies be notified, provide the notifi-
cation even if those components or
agencies are not listed in the disclosure
accounting.

(c) Documentation. The action should
be documented in the Privacy Act case
file if the request for amendment was
in writing.

§ 317.48 Denying an amendment re-
quest in whole or in part.

(a) If the amendment request is de-
nied in whole or in part, the individual
should be promptly notified in writing
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and document the action in the Pri-
vacy Act case file. The notification to
the individual shall include:

(b) Basis for denial. Those sections of
the Privacy Act or this part upon
which the denial is based.

(c) Right to appeal. Advice that the
individual may appeal to the Assistant
Director, Resources, or his or her des-
ignee for an independent review of the
initial denial.

(d) Appeal procedures. The procedures
for requesting an appeal, including the
title and address of the official to
whom the appeal should be sent; and

(e) Appeal assistance. Where the indi-
vidual can receive assistance in filing
the appeal.

§ 317.49 Appeal procedures.

Procedures to ensure the prompt,
complete, and independent review of
each denial of an amendment request if
the individual appeals must ensure:

(a) Appeals are forwarded. The appeal
with all supporting documentation, in-
cluding that furnished by the individ-
ual and that contained in agency
records, is provided to the Assistant
Director, Resources, or his or her des-
ignee.

(b) Standards for review. The standard
for deciding the appeal is whether the
unamended record is accurate, rel-
evant, timely, complete, and necessary.
If the unamended record does not meet
each of these criteria, the amendment
request shall be granted to the extent
necessary to meet them.

(c) Time limits. The appeal is proc-
essed within 30 working days, exclud-
ing Federal holidays, unless the appeal
official determines that an adequate
review cannot be completed within
that period and gives the individual a
written explanation of the reason and
when the review will be completed.

(d) Denial notification. If the appeal is
denied completely or in part, the indi-
vidual is provided written notification
that:

(1) The appeal has been denied, citing
the sections of the Privacy Act or this
rule on which the denial was based.

(2) The individual may file a state-
ment of disagreement. An explanation

of the filing procedures will be included
in the written notification.

(3) If properly filed, the statement of
disagreement shall be included in the
record and furnished to all future re-
cipients of the record and to all prior
recipients of the record as listed on the
disclosure accounting, except those
known to be no longer retaining the
record; and

(4) The individual may seek judicial
review of the decision not to amend the
record.

(e) Amendment notification. If the
record is amended:

(1) The individual is notified prompt-
ly of the decision.

(2) All previous recipients of the
record, as listed in the disclosure ac-
counting (except those known to be no
longer retaining the record), are noti-
fied of the amendment and provided a
copy; and

(3) Any previous recipient known to
be holding a copy of the record (but not
listed in the disclosure accounting), as
well as any other DoD component or
other Federal agency named by the in-
dividual, also should be informed of the
amendment and provided a copy.

(f) Documentation. All actions on the
appeal shall be documented in the Pri-
vacy Act case file.

§ 317.50 Requests for amending OPM
records.

The records in an OPM Government-
wide system of records are only tempo-
rarily in the custody of the agency. Re-
quests for amendment of these records
must be processed in accordance with
the OPM Federal Personnel Manual.
The agency denial authority may deny
a request, but all denials are subject to
review by the Assistant Director for
Workforce Information, Personnel Sys-
tems Oversight Group, Office of Per-
sonnel Management, 1900 E Street NW,
Washington, DC 20415–0001.

§ 317.51 Individual’s statement of dis-
agreement.

(a) Right to submit. If the appeal au-
thority refuses to amend the record as
requested, the individual may submit a
concise statement of disagreement list-
ing the reasons for disagreeing with
the refusal to amend.
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